DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-158

Page 1 of 5

Agency Division/Unit
City of Frederick - Department of Public Works Street Division
Item No Description Retention
General records for all DPW departments — first three pages
1 Bids and submittals Retain for 3 years after bid is
granted, then destroy
2 Budget information Retain for 3 years then destroy.
3 Calendars Retain for 3 years, then destroy.
4 Capital improvement project Retain until project is complete,
plus 3 years and until all audit
requirements have been met,
then destroy.
5 Check requests/requisitions Retain for 1 year, then destroy.
6 Complaints (except for Water/Sewer — Lights) — see page 4 Retain until complaint is
_ resolved, plus 3 years, then
’ destroy.
7 Contract/agreements Retain for contract/agreement
life, plus 4 years, then destroy.
8 Correspondence Equipment/Materials Retain life of ownership of
equipment, plus 4 years if
contract or agreement is
contained in file, then destroy.
9 Job Descriptions Retain until updated or
superceded, then destroy.

Approved by Department, Agency or Division Representative

Date December 6, 2001

@f g)—':\vo@b\
Signature Z = i a2 S A
Type Name Eva Simpson

Title DPW Adminstrative Assistant

Schedule Authorized by State Archivist
2002
Date AN Qs

Signat:@vml C. / 6“"'74"'/




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M-158

Page 2 of S

Item No

Description

Retention

10

11

12

13

14

15

16

Job Interviews

Job Reports (for billing)

Manuals including Procedures, Accruals, Personnel Policies
and Procedures, Operations, Safety

Minutes

MSDS

Payroll

Personnel

Retain for 1 year not hired for
jobs of a permanent nature, then
destroy. Retain for 90 days for a
job of a temporary nature, then
destroy. Retain for 2 years for a
job involving Federal contracts,
then destroy.

Retain for 2 years, then destroy.

Retain until updated or
superseded, then destroy.

Original committee minutes —
screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives. Retain copies
for five years, then destroy.

Retain for 40 years after
discontinued use of the specific
chemical, then destroy.

Retain for 3 years, then destroy.

Transfer originals to Department
Administrative Support until
employee terminates, then
transfer file immediately to
Department Administrative
Support who will forward to the
Human Resources Department.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. M-158

Page 3 of S

Item No Description

Retention

17 Projects

18 Purchase orders

19 Reference manuals

20 Special events

21 Telephone use report
22 Timesheets

23 Vehicle information

24 Work orders (except for Water & Sewer) — see page 4

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 1 year, then destroy.

Retain until updated or
superseded, then destroy.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 1 year, then destroy.
Retain for 3 years, then destroy
Retain life of ownership of
vehicle, then destroy.
Transferred vehicle — transfer

file to new department.

Retain until work is completed,
plus 1 year, then destroy.




DEPARTMENT OF GENERAL SERVICES Schedule No. M-158
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) Page 4 of 5
Item No Description Retention
25 BNR Feasibility Study/Records — Correspondence Retain life of grant plus 5 years

and until all audit requirements
have been met, then destroy

26 Complaint Forms Retain 30 years after initial
complaint, then destroy

27 Work orders Retain for 30 years, then destroy

28 General Issues, Correspondence Screen annually. Desfroy

material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer -
penodically to the Maryland
State Archives.

29 Equipment and Vehicles Files Retain life of equipment and
vehicle, then destroy

30 Personnel files Retain until terminated, then
forward to Administrative
Support, then forward to HR
31 Budget Retain for 3 years, then destroy

32 Job Reports Retain 2 years, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-158

(CONTINUATION SHEET) Page 5 of 5
llé::m Description Retention
33 Reference books, Vendor information Retain until updated or

34 Miss Utility requests

35 Snow files

36 Department and Division projects

37 Committee Minutes and Notes, copies

38 DPW Committee Minutes

superseded, then destroy
Retain 1 year, then destroy

Retain most recent 3 versions,
then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any matenal
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives. -

Retain copies for 15 years, then
destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any maternal
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE OF |
for each new or revised record series. Pub] i ¢ Works
Ha g Division
Frederick, Maryland 21701
1. Positon 2. Division
Administrative Support Water & Sewer '

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Sexies Title 5. Earliest Year/Latest Year

BNR Feas/ bl Sﬂd?f/ﬁf@@"s 92 ©%5

L/zeSfanca,

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Inciude the purpose or function of the series.)

WW Yl it fRenovat (#MMWB

LM- ¥ 0 v e frok
7. Record Series Format(s)

8. Record Sen'es Filing Sequence 9. Volumne
% LenerSize O Microfilm CAlphabetical ‘ O File Drawer(s)
3 Microfilm Reel(s)
O Legal Size QComputer Tape O Numerical ]  Computer Tape(s)

Number ¢ Other (specify)

f§f Bound Book O Floppy Disk )G Curonological EankonS o4

O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) 3 File Drawer(s)
I Microfilm Reel(s)
3 Computer Tape(s)

Number (3 Other (specify

11. File is Used \Q( ReSerence.” f“ 2 PpS€S  12.File Becomes Inactive After -

QDaily OWeskly OMonthly -— O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
MeZ z enene 2 (If yes, specify agency or Office)
Ware ho ~ ! O Yes CfNo
W v S ¢
15. Access Restrictions (3 Yes (&No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) .
% None (O State (3 Federal (3 Independent

17. Is an [ndex System Used? 18. Recommended Retention 412)
(If yes, explain briefly and describe any hardwarc/soﬂwnre) f ‘ g‘ ‘ . A A7) Fﬂ‘
O Yes # No [EEJZ‘“'
\/} lflétx Lo ‘f 4
19. Name and Tide of Preparer 20. Telephone Number 21 Date
Eva Simpson 301-694-1681 11/27/99

Ade . Support ¢ 10 /57 60
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INSTRUCTIUNS .- TYPE OH PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FORWARD WITH RECORDS REVENTION
SCHEDULE (DGS $50-1)

CEPARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

Page of

ltosy ENTIAGENCY f' l ‘

DIVISION

O

.UNIYI E E

DEFINITION - Records Serles - A group of related records notmally flled and used e & unit for reference ae

weil g0 retention and dlsposition purporaes.

4. RECORD SERIES NILE

S. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION { Buiefly describe the lypes of Intormatiovaocumenis/iorms lound in the Series

. Include Ihe purpose or tunclion of the Seres)

SERIES FORMAT(S}

7. RECO
Qd: Size

o Microlilm

QO Legal Size o Computer lape
O Bound Book o Floppy Disk

g Audio Tape D Video lape

O Giher (Specdy)

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical

O Chronological

3. VOLUME /
] File Drawer(s)

D Mictofilm Reel (s)
a Computer Tape (s)
O Other (Speciy)

Number

O Geographicat

o Other (Specify)

10. ANNUAL ACCUMULATION
O File Drawer (s)
Q Microliim Reel (s)
a Computer Tape(s)
O Other {Specify)

]

Number

11. FILE 1§ USED 12, FILE BECOMES INACTIVE AFTER

o Daty | Weekly O Monthly O  Month(s) o Year(s)

Number
1. CURRENT LOCATION(S) _(Bldg..flt;ol. Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, speciy agency ot office)
- g Yes a Ne

15. ACCESS RESTRICTIONS {if yes, cile law{s) 8 regulation{s) 16. AUDIT REQUIREMENTS

a Yes, 0O No O None O Slale O Federal O Independent
17. IS AN INDEX SYSTEM USED? (i yes, explain brielly and 18. RECOMMENDED RETENTION

describe any hardware/soltware) 68 >/ :Z a,[ 9 4 ¢

O Yes O No 1

20. TELEPHONE NUMBER 21. DAIE

o /5740

19. NAME w o%
ly]

135 550.4 (Newsed 1193)




RECORDS INVENTORY .

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form - Department of PAGE_____OF
for each new or revised record series. Public Works
St Divisi
Frederick, Maryland 21701
1. Position - 2. Division
Administrative Support Streets

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

b or K ordars 73 :o%m,/—/‘

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the serjes.)

L) orE orders re7'qé\3‘& Horons Lr  woork

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
(O ksfier Size QO Microfilm ClAlphabetical v_ File Drawer(s)
T Microfilm Reel(s)
QO Legal Size T Computer Tape CINumerical Z 0 Computer Tape(s)
Number er (specify)
O Bound Book a Fl Disk Chronological .
u oppy Dis a gi g, A 0& Ve
O Audio Tape O Video Tape QOGeographical 10. Approximate Annual
' Accumulation _
-| O Other (specify) mwi&) { File Drawer(s)
O Microfilm Reel(s)

Lok o /
%C‘— : ' ﬁéa fé;. . Number gg‘:h‘:‘:z:e;gd”

,,m(,a/‘ 00 "0‘-"‘."?/

- |11. File is Used ) 12. File Becomes Inactive After _{;} 4
: e (S
QDaily ene/kly CMonthly Keep g Month(s)/?ic Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)

P~ ot v S or
A& 9= %ff O Yes 2’(

O\Q:E‘.ce - MNezzainre_ (U‘-’Qrel\ou&e')

15. Access Restrictions [J Yes E1Ne— 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) '
o ( {oNoie O State O Federal C1 Independent

17. Is an Index System Used? 18. Recommended Retention

(If yes, egl’alén/bdcﬂy and describe any hardware/software)

O Yes o 62) Y
19. Name and Title of Preparer 20. Telephone Number 21. Date

Glenda Bussard 301-694-1173 12/1/99

10/57 -0




RECORDS INVENTORY -

. THE CITY OF FREDERICK
Enslmctian: - Type or print a separate form Department of PAGE OF
or éach new or revised record series. P ublic Work
Street Division
Frederick, Maryland 21701
1. Position - 2. Division

Administrative Support

Streets

well as retention and disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

4. Record Series Title

G‘er\era\ j,-SSue\S/ WW 0 © Dresos

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
clude the purpose or function of the series.)

L N\ -
7/

Serve s ]nQ)L&c,QoJ" ",r\(ofﬁir\g ~ Co(/’;e,.s d“@ OL,C"‘fc]'\é. /e‘{\/-dfd“/
Memorande, press ¢ eleases, Newspaees elippimgs,

(>

N -1

7. Record Series Format(s)

8.

9. Volume

meer(s)

Record Series Filing Sequence

~o&f Letter Size Q Microfilm habetical
,74"‘: /aﬂl.p ) O Microfilm Reel(s)
Q Legal Size D Computer Tape CONumerical / O Computer Tape(s)
Number ({J Other (specify)
O3 Bound Book E/Flo/ppy Disk QChronological
1 Audio Tape @ Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) msaféw«(s)
3 Microfilm Reel(s)
3 Computer Tape(s)
Number 3 Other (specify
11, File is Used 12. File Becomes Inactive After -
m OWeekly CMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

Ao{m:\n;jt{‘q\ﬁg& Sufopor—‘(“
Oﬁ?ce*/ﬂq Zeipoe ()jqpe_/wu;_g__,. e Su@ervisacs g No

(If yes, specify agency or Office),
O;o\\é ; g CA’(Q#

(If Yes, cite Law(s) & Regulations(s)

15. Access Restrictions [ Yes 3xNo

16. Audit Requirements

/E@one

O Independent

O State [J Federal

17. Is an Index System Used?

(If yes, eagﬁ briefly and describe any hardware/software)
N

18. Recommended Retention

W@W‘% -7

QO Yes )
19. Name and Title of Preparer 20. Telephone Number 21. Date
Glenda Bussard 301-694-1173 12/1/99

10 /57 P




RECORDS INVENTORY , -
. THE CITY OF FREDERICK '

Unstructions - Type or print a separate form artment o PAGE QF
for each new or revised record series. Pugiplc Worf<s

——

Street Division

o~

Frederick, Maryland 21701

1. Position 2. Division
Foreman : . Street Division

DEFINTTION - RECORD SERIES A group of related records normally filed and used as a unit for reference as
well as retention and di ion purposes:

4. Record Series Title 5. Earliest Year/Latest Year
Eguipment 7And Ueh/cLas Files /295w /9 95

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

Include the purpose or function of the series.) _
Fovm Perta;ning 770 Mainternance op/)

ﬁ}q,ﬁhwnf And Uehicles

7:{&2&8“&5 Format(s) 8. Record Series Filing Sequence 9. Volume
tter Size 0 Microfilm O Alphabetical . tle Drawer(s)
O Microfilm Reel(s)
O Legal Size QComputer Tape CNumerical ’ 3 Computer Tape(s)
Number O Other (specify)
O Bound Book Q Floppy Disk QChronological
Q Audio Tape J Video Tape QGeographical 10. Approximate Annual
Accumulation
Q Other (specify) Q Other (specify) . O File Drawex(s)
' Microfilm Reel(s)
@ Computer Tape(s)
Number (7 Other (specify
" |11. File is Used 12. File Becomes Inactive After -
ally ~ OWeekly . OMontly - O Month(s) O Year(s)
13. Current Location(s) (Bldg., Floar, Room) 14. Is Record Series Duplicated Elsewhere?

(it yes specify agency or Office) |, )Y

' c,hth:- 5 o
D P Stheet Divisiors OFFice )9 @4/’1‘2 an

15. Access lfestrictions 'm| Ye_s g No 16. Audit Requirements
(If Yes, cite Law(s) & Regularions(s) QN QSae O Federl O Independgn:
17. Is an Index Systcxp Used? . " 18. Recommendéd Retention
gt‘ %:, exél:;x; briefly and describe any' hardware/software) M ';*&7& J7/ Ww 4 Mp{
19. Name and Title of Preparer 20. Telephone Numbcr , 21. Date
Franc#s Mentzer 301-694-1180 /2-3-99

Foreman . /D /5//”_1)




RECORDS INVENTORY -
A'I'HE CITY OF FREDERICK '

Unstructions - Type or print a separate form ent o PAGE oF
or each new or revised record series. Pugiplc Wo LS —

Street Divisian

LY B

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
OleterSize @ Microfilm OAlphabetical , Mﬁwcr(s)
. O Microfilm Reel(s)
mf@ Size O Computer Tape ONumerical [ O Computer Tape(s)
Number J Other (spesify)
Q Bound Book Q Floppy Disk CiChronological
Q Audio Tape 0 Video Tape OGeographical 10. Approximate Annual
: ' Accumulation -
O Other (specify) 3 Other (specify) . Q3 File Drawer(s)
‘O Microfilm Reel(s)
1 Computer Tape(s)
Number €3 Other (specify
11. File is Used 12. File Becomes Inactive After -
QDaily Q)(kly - CManthly - Q Month(s) QO Year(s)
13. Current Locadon(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

Frederick, Maryland 21701
1. Position 2. Division
Foreman ' Street Division
[DEFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Jersonnel Files /9580 )754

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

Include the purpose or function of the series.)

/?e?yq 1Stiow Form F;&espc,/;,‘,,,,;é 7o Emplyxes C/af'ﬁu;s
/OPE Aist £, 75.',7'0/0},‘966

(If yes, specify agency or Office) .
. ‘ . \;ec' vw&*ﬂf’ o‘gﬁﬁ? Z )
D PUW Street Division Offrce /G

Lonve Furm FILes Pertuiming Fo Enployees Lence ke

15. Access Restrictions [J Yes (O No 16. Audit Requirements

f Yes, cite Law(s) & Regulations(s
¢ (6) & Regularions(s) ONone ([IState [J Federal (I Independent

17. Is an Index System Used? C18. Rccmmendcd Retcnnon . A
(If yes, explain briefly and describe any hardware/software) 4 ps ; »dé “

O Yes O No

19. Name and Title of Preparer 20. TelephoneNumbcr - 21. Date
Francés Mentzer 301~-694-1180 )2-3-69

orw

e 2o

Foreman . 12)/5/ 20




RECORDS INVENTORY -

_THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE_____OF
for each new or revised record series. Public Works
—Street Division
Frederick, Maryland 21701
1. Position - 2. Division
Administrative Support Streets

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and d;;gosmon purposes.

4. Record Series Title 5. Earhest Year/Latest Ye
- R \ — / Ced {fQAJ
S+treetc Oioision fersonnel Files 7 to

: CrnpldeedS [0 Sk
6. Record Series Description (Briefly describe the types of information/documents/forths fouttd in the series.

Include the purpose or function of the series.)

§QF|GS (/\C(kAOQ.Qa foS;*ﬂoN (eaue \gfms S’q}qr,eg
7ch9~l5“/ "thur\.t\g + educatipe recoroﬂs) ) COpSe ‘4—'
Certi Licatiom 0o, e e

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume .
eﬂ.ﬂr Size O Microfilm BAtphabetical {3 File Drawer(s)
O Microfilm Reei(s)
O Legal Size QOComputer Tape CINumerical / O Computer Tape(s)
Number O Other (specify)
O Bound Book O Floppy Disk QChronological
O Audio Tape [ Video Tape QGeographical 10. Approximate Annual
Accumulation .
O Other (specify) O Other (specify) O File Drawer(s)
Q Microfilm Reel(s)
3 Computer Tape(s)
Number O Other (specify
11. File is Used : 12. File Becomes Inacfx‘ve After - "@‘
e r m s CT oW
CDaily G’We/ekly O Monthly L ' O Month(9) O Yeauts)
emp / Ny QO"'(_
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. ~ (If yes, specify agency or Office)
MP’H/\S‘\‘,’Q% Nna P
S >0 - QNo
oot BT . Ko socerce S
15. Acteds Restrictions (4 Yes (J No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)
. ' &(None CState (1 Federal (3 Independent
fivacy Ac £ ,
17. Is an Index Systern Used? 18. Recommended Retention

(If yes, explain briefly and describe any hardware/software)
Q Yes ;(N )

19. Name and Title of Preparer 20. Telephone Number 21. Date

Glenda Bussard 301-694-1173 12/1/99
) o /57 0

-

0 )\U NS yord




RECORDS INVENTORY
) THE CITY OF FREDERICK
Unstructions - Type or print a separate form I Department of
for each new or revised record series. Public Works

Street Division

Frederick, Maryland 21701

1. Position 2. Division

Administrative Support Streets

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.
4. Record Series Title S. Earliest Year/Latest Year

v—‘;b K%Orﬁ Qd to 4 ho&e/v

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

<

Include the purpose or function of the series.)
P{‘CP@(\G(Q by f\\\h} | ;\ r\\@), “Qx Street Oioision
(/o‘or/C .

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
E’C@ Size O Microfilm DAlphabetical G—mecds)
3 Microfilm Reel(s)
O Legal Size O Computer Tape B{Gerical / 01 Computer Tape(s)
Number Q Other (specify)
I Bound Book O Floppy Disk m‘ﬂogical
Q Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation _
0 Other (specify) O Other (specify) [-Ptle Drawer(s)
1 Microfilm Reel(s)
’ O Computer Tape(s)
Number (] Other (specify
-[11. File is Used y re J@ crenc & 12. File Becomes Inactive After -
. f wpose s
ODaily OWeekly OMonthly 0 Month(s) Q Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
. . (If yes, specify agency or Office)
Adimi Jetratve ore FrnGrce
) es Q No
Sy poec O\lg‘lg 1 <€ _
15. Acéells Restrictions [J Yes .2 No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
Mone Ol State (J Federal (3 Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software)
0 Yes ‘&lo Q}/
19. Name and Title of Preparer 20. Telephone Number 21.Date
Glenda Bussard 301-694-1173 ‘ 12/1/99

10/57 2

e |




RECORDS INVENTORY
- THE CITY OF FREDERICK ' o
- 9% ) l
Unstructions - Type or print a separate form Department of u PAGE OF
for each new or revised record sertes. Public Works :

Street Division

a . i

Frederick, Maryland 21701

1. Position 2. Division

Division Chief ' Street Division

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
twell as retention and disposition purposes.

©. Record Series Title 3. Earliest Year/Latest Year

/614/@0‘ Y inctre W" . (OGS o Demest

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
[nclude the gurpose or function of the series.)

rbfcrrgvo\g‘\r '/V\O\,M N éf (-:44-@ ‘L‘d-—wo.,, (QQ_SQa,,t(—\,q)afgs
boo\é QA»Q, G wc,..,gg rekovm
%@ec,«_ Lo codims, W\O- T3 ol s |

——

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
P Lener Size QO Microfilm MAlphabetical gﬁle Drawer(s)
icrofilm Reei(s)
O Legal Size OComputer Tape O Numerical & O Computer Tape(s)
Number (3 Other (specify)
)ﬁ\aound Book 1 Floppy Disk CIChronological
J Audio Tape W Video Tape OGeographical ' 10. Approximate Annual
Accumulation
Q Other (specify) O Other (specify) File Drawer(s)
Microfilm Reel(s)
’32@’ brw&-.(s . ) - \ D Computer Tape(s)
. Number Q Other (specify
" |11, File is Used 12. File Becomes Inactive After -
: Ol ino .
‘g(nany QOWeekly OMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
oW Gs\%\ A (If yes, specify agency or Office)
OQ&Z.L T ) e Yes mo
15. Access Restrictions {J Yes (] 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
X\Nonc O State (O Federal (3 Independent

17. Is an [ndex System Used? ' . 18. Recommended Retention g
(If yes, explain briefly and describe any hardware/software) A P / A Do : fUeeo
O Yes &{No MWW ﬂz/ st o
19. Name and Title of Preparer 20. Telephone Number 21. Daw?
Andrew McGilvray 301-694-1172 Dec. 2, 1999

Division Chief : l@/é‘//@a




RECORDS INVENTORY

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE_____OF
for each new or revised record series. Publ ic Work
ot Divis
Frederick, Maryland 21701
1. Position 2. Division
Administrative Support Streets

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

[well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

N\\&S"uﬁmy Kec;qe-ﬁ S v4é) o_gresen

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

@QP’L fﬁ’ﬁwﬂsts ﬁoc Miss U, ’;*9, locate s
o mack utilties for Dot

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume |
L etter Size CJ Microfilm OAlphabetical CJ File Drawer(s)
3 Microfilm Reel(s)
O Legal Size T Computer Tape ONumerical 1 Computer Tape(s)

Number )2] Other (specify)
0 Bound Book 3 Floppy Disk ,ﬁ(hmnological g '
? f\oze a

QO Audio Tape {3 Video Tape OGeographical 10. Approximate Annual
A Accumulation _
BXOther (specify) O Other (spesify) ' O File Drawer(s)
] Microfilm Reel(s)
6 ! I\CLQ[ : - Z {3 Computer Tape(s)
- Number ?ther (specify
A /\5/ oL
- [11. File is Used 12. File Becomes Inactive After -
ODaily ‘E@eekxy OMonthly . O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. (If yes, specify agency or Office)
AAM:\ nst rQ‘\‘) R SRFFOF + ,
~ i Y /& No
O VR~ are /’\o y FR— : O Yes
15. Access Restrictions [ Yes [SNo_ 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
/k(None O3 State (3 Federal [ Independent

17. Is an [ndex System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) -
C!Yes/@% ﬁjmt,}/,,mpuﬂoz;‘?o g
19. Name and Title of Preparer 20. Telephone Number 21. Date
Glenda Bussard 301-694-1173 12/1/99

19 /57




RECORDS INVENTORY _ -

. THE CITY OF FREDERICK
o B EER e
R Street Division .
Frederick, Maryland 21701
1. Position 2. Division
Foreman Street Division

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes:
@. Record Series Title : 5. Earliest Year/Latest Year

Swow Files

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

=i es /?er‘}‘c\fn an Dl 6_’_&4’«) Remeval P/q,;

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

O Microfilm Reel(s)

Size I Computer Tape ONumerical / O Computer Tape(s)
Number 3 Other (specify)

:7&& Q Microfilm OAlphabetical Dd'ﬂgmwet(s)
Legal

{ Bound Book Q Floppy Disk CChronological
Q2 Audio Tape O Video Tape ClGeographical 10. Approximate Annual
Accumulation
Q Other (specify) _ O Other (specify) . ] File Drawer(s)
2 Microfilm Reel(s)
" 3 Computer Tape(s)
Number {7 Other (specily
. 11, File is Used . 12. File Becomes Inactive After - A
ODaily  CIWeekly @aéumy O Month(s) O Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
oot ] Yes o
O LW Street Division OFfice 14
15. Access Restrictions (O Yes O No 16. Audit Requirements
f Yes, cite La & Regulations(s
(s, cite Lavt) o) CONone (1Stte O Federal (3 Independent
17. Is an [ndex System Used? "~ 18. Recommended Retention .
(If yes, explain briefly and describe any hardware/software) . > gl et |
O Yes ONo | K -efaa: ppect pecon , |
19. Name and Title of Preparer 20. Telephone Number 21. Date
Franc#s Mentzer 301-694-1180 /2~3 .49

Foreman . L0/57 o

/995 m'ﬁ?v‘ézw



RECORDS INVENTORY

- THE CITY OF FREDERICK
tn:truction: - Type or print a separate form Department of PAGE OF
or each new or revised record series. Publ ic Work
Street Division
Frederick, Maryland 21701
1. Position 2. Division
Administrative Support Streets

DEFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title » 5. Earliest Year/Latest Year

NN . Ul rCen 1+ %
@Q +, QO)Q‘\S;O\M FFO ects C« to _
P on g
A /)

6. Record Series Description (Briefly describe the types of information/documents/forms found in e serie
inciude the purpose or function of the series.)

deres ?ncmc‘/QQS."@”QS o Con strwct)om
f(ojec:‘tS FQF‘ECK\\hwy_“Fo Stree Mainkaguce &

Slret L\‘9h+/ Tre e Contro| , @y://}gb"'y F’%io'@z

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
QlcterSize O Microfilm Qaphabetical \CJFil€ Drawer(s)
O Microfilm Reel(s)
3 Legal Size OComputer Tape CINumerical [ a Compt(m:r T:g;(s)
: Number ({3J Other (speci
CIBound Book (3 Floppy Disk GChrorslogical
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
. Accumulation _
3 Other (specify) @ Other (specify) i wer(s)
O Microfilm Reel(s)
1 Computer Tape(s)
Number 3 Other (specify
~ |11. File is Used 12, l:'Vxle Becomes ‘Inactiée Aﬁerp / . {e_ /Q
roveet o @2 < TEe
QDaily OWeekly @-M’t@y J O Month(s) O Year(s)
Kfﬂ‘f for recocdd o, r{)‘a .S
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Récord Series Duplicated Elsewhere?

(If yes, specify agency or Office)
AMM“” :6'«&5‘}‘ 0, U1S) ond C/);G#
Y - . a
OVC‘Q\C_-Q__ C CrYes %@{U}SOI’:S‘
15. Access Restrictions (J Yes (@40 16. Audit Requiremerits
(If Yes, cite Law(s) & Regulations(s) :

No

r{MXna M State M Federal [ Independent
. Screen annually. Destroy material having ngt  —

ATy 18, turther fiscal, legal or operational value. Retain
. permanently any material that serves to

(If yes, explain brjefly and describe any hardware/software) document the origin, development and

OYes O accomplishments of the department. Transfer
periodically to the MD State Archives

19. Name and Title of Preparer 20. Telephone Num/ o ,
Glenda Bussard 301-694-1173 12/1/99
| o/5754)




RECORDS INVENTORY .

- THE CITY OF FREDERICK
Instructions - Type or print a separate form Department of PAGE____ OF
(br each new or revised record series. Public Works '
Street Division
Frederick, Maryland 21701
1. Position , 2. Division
Division Chief ' Street Division

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

CermwiHee VG nudes & Noves, (0w,

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

, ~odes  wivades Z% S$em$s§§&ygl4u3{b«_QmMu~Cﬂll
S N\O.Q/&—‘:iﬂ <b~eg\ o‘\'(—e-r— WATS C_Q_( \am\s\%s Y\/\Q_E,,“L-«ﬁj -
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
WleterSize QO Microfilm OAlphabetical : % File Drawer(s)
[ Microfilm Reel(s)
O Legal Size OComputer Tape ONumerical | O Computer Tape(s)
Number (7 Other (spesify)
{1 Bound Book 0O Floppy Disk ﬁShmnological
Q Audio Tape’ Q1 Video Tape QO Geographical ' 10. Approximate Annual
Accumulation
& Other (specify) O Other (specify) lgsne Drawer(s)
3 Microfilm Reel(s)
3‘2% \ox vcﬁe/ : \ O Computer Tape(s)
. ' . Number {3 Other (specify
|1, File is Used 12. File Becomes Inactive After -
ODaily  W(Weekly ~ )EMonthly | O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. i 137
DRu Bldy A RESEAE bt I
ot T~ W éa/ Wl > No
15. Access Restrictions [ Yes 2 No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
X None O State O Federal (J Independent

17. Is an [ndex System Used? " 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) ] 'MW . y
O Yes RNo sy /f/'ﬂwd“‘f“’“ﬂ
19. Name and Title of Preparer 20. Telephone Number 21. Date
Andrew McGilvray ' 301-694-1172 Dec. 2, 1999

Division Chief [O/j‘?’ew)




~ |t1. File is Used 12. File Becomes Inactive After -
ODaily O Weekly 2onthly : O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Sc.rics Duplicated Elsewhere?
[\A M N s"{,rcz‘\:, LR, S %, (P or + (If yes, specify agency or Office)
0Fflce. sl MezzQnie - OYes oo
15. Access Restrictions [ Yes BxNo 16. Audit Requirements

‘

W

RECORDS INVENTORY -
. THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. Publ ic Works

St T

Frederick, Maryland 21701

1. Position - 2. Division
‘Administrative Support Streets

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

DPw Committee prinales SO w ??“ﬂ%w

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

Series ‘\r\‘c\.uoﬂl‘«\s 'nﬁnw\e\s =E(7.)-r‘r‘\ D P
Commitiee Minuie s,

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume .
BaCetterSize O Microfilm OAlphabetical € File Drawer(s)
3 Microfilm Reel(s)
O Legal Size QOComputer Tape OINumerical < 5 O Computer Tape(s)
Number (3 Other (specify)
O Bound Book Q Floppy Disk CIChronological 5}* py; iy
01 Audio Tape O Video Tape O Geographical 10. Approximate Annual
. ' Accumulation _
O Other (specify) B'\Other (specity) O File Drawer(s)
O Microfilm Reel(s)

M—S | ] Ll) n\\"/\lg - ’ O Cormputer Tape(s)

Number 3 Other (specify
gi,m/or mr;m[’

(If Yes, cite Law(s) & Regulations(s) . . R
[ Screen annually. Destroy material having not “ent
further fiscal, legal or operational value. Retain =

17. Is an Index System Used? 18 permanently any material that serves to
(If yes, explain briefly and describe any hardware/software) " document the origin, development and
0 Yes J 0 accomplishments of the department. Transfer
; periodically to the MD State Archives _—
19. Name and Title of Preparer 20. Telephone Num... : L
Glenda Bussard 301-694-1173 2/1/99

[ 5%@




